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What tax returns you may file in eFile: 

 Consumer’s Use Tax  

 Sales and Use Tax  

 Motor Vehicle Tire Fee  

 Transient Room Tax 

 (as of February 2017) Commercial Mobile Radio Service Prepaid Service Charge 

What you need to get started: 

A. User Account 

B. Access to your business 

C. The proper role to file returns 

D. Path to eFile 

A. You need a user account 

Click the link labeled ‘Click here to create a user account’ on the “Login” page. 

Enter your preferred username, display name, first and last name, email and confirm email, password 

and confirm password. Click Create Account.  

 

Wait for the confirmation email. Click the link in the email. When the “Login” page appears, your 

account has been activated. You may immediately log in with the Username and password you created. 
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B. You need access to your business 

You can receive access in one of the following ways: 

1. Previous user of the Sales & Use e-Tax filing system 

You were automatically granted roles in the new eFile system based on your roles in e-Tax. You will see 

your business on the “Dashboard” in the ‘My Businesses’ grid.  

 

2. You know details about the business’s tax returns 

Click the ‘Link My Business’ icon on the “Dashboard.” Click ‘here’ to request the CBI. 
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The next several screens allow you to authenticate your association with the business. Answer the series 

of questions, clicking ‘Continue’ as you go. If the business has an organization number with the Secretary 

of State, enter it. Select a tax type for which the business has an active account. If the business has a 

Federal Employer Identification Number, enter it. Enter the tax amount for the specified filing period 

and click ‘Submit Request.’ If One Stop can authenticate you, it will populate the “Link My Business” 

page with the CBI number and business name (see below). If not, request that the Commonwealth mail 

you a letter with the CBI and business name. 

3. You know the business’s CBI and name (from a letter mailed to you) 

Click the ‘Link My Business’ icon on the “Dashboard.” Enter the CBI Number and Business Name exactly 

as they appear on the letter. Click ‘Continue.’ 

 

Assign an administrator for the business. Click ‘Send Invite.’  

 

Click ‘Go to Dashboard.’ 

 

Wait for the access granted email. Once received, you have access to your business as a One Stop 

Business Administrator and Registration Administrator. 
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C. You need the proper role to file returns 

You can receive the role(s) in one of the following ways: 

1. Previous user of the Sales & Use e-Tax filing system 

You were automatically granted roles in the new eFile system based on your roles in e-Tax. You will see 

your business on the “Dashboard” in the ‘My Businesses’ grid.  

 

2. You do not have tax return filing capability 

a. You are the One Stop Business Administrator for the business 

You may grant yourself access. Click the ‘Manage or Request Access’ icon on the “Dashboard.” Click 

‘Grant Access.’ 

 

The next several screens allow you to grant access. Provide the necessary information, clicking 

‘Continue’ as you go. Accept the default service, enter your email (it will populate your name), select the 

business, check the desired roles (see list below), and verify the roles selected. Wait for the access 

granted email. Once received, you have been granted the roles you requested.  
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 Consumer’s Use Tax Account Viewer may view demographic information (mailing address, 

phone number, etc.), returns and payments for the specific Consumer’s Use Tax Account. 

 Consumer's Use Tax Administrator manages security, may file and amend returns, and may pay 

obligations for the specific Consumer's Use Tax Account. 

 Consumer's Use Tax Return Filer may file and amend returns for the specific Consumer's Use 

Tax Account. 

 Consumer's Use Tax Return Payer may pay obligations for the specific Consumer's Use Tax 

Account. 

 Sales and Use Tax Account Viewer may view demographic information, returns and payments 

for tax accounts associated with this specific Sales and Use Tax Account, including Transient 

Room Tax, Motor Vehicle Tire Fee, and/or the Commercial Mobile Radio Service Prepaid Service 

Charge. 

 Sales and Use Tax Administrator manages security, may file and amend returns, and may pay 

obligations for tax accounts associated with this specific Sales and Use Tax Account, including 

Transient Room Tax, Motor Vehicle Tire Fee, and/or the CMRS Prepaid Service Charge. 

 Sales and Use Tax Return Filer may file and amend returns for tax accounts associated with this 

specific Sales and Use Tax Account, including Transient Room Tax, Motor Vehicle Tire Fee, 

and/or the CMRS Prepaid Service Charge. 

 Sales and Use Tax Return Payer may pay obligations for tax accounts associated with this 

specific Sales and Use Tax Account, including Transient Room Tax, Motor Vehicle Tire Fee, 

and/or the CMRS Prepaid Service Charge. 

b. You are not the One Stop Business Administrator for the business 

Please contact the One Stop Business Administrator for the business. He/she must grant you access. 

3. The business currently files paper returns 

Click your business in the ‘My Businesses’ grid on the “Dashboard.”  Click ‘Manage/View Taxes’ on the 

“Business Summary” page. Click ‘Enroll for Online Filing’ in the menu on the left. 
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Check the accounts that you want to enroll for online filing, select an effective date, and click ‘Submit.’ 

The accounts will be updated in a few minutes. 

 

______________________________________________ 

D.Path to eFile 

Click your business in the ‘My Businesses’ grid on the “Dashboard.” 
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Click on the ‘File Taxes’ button. 

 

You are now in eFile and may file tax returns and make payments. 


